Agenda 

■ Business Conduct Policy 

■ Fiduciary Training 

■ Legal Guide To Employees 

■ Roles/Responsibilities 

■ Where To Begin 

■ Procurement Cycle/Process 

■ Guidelines 

■ The Team 


Source: https://www.industrydocuments.ucsf.edu/docs/mfpj0001 
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Roles and Responsibilities 






Requestor 

- Contract Request Form Preparation 

- Scope Development 

- Share Knowledge (potential vendors, quotes, etc.) 

- Attend Team Meetings 

- Purchase Requisition Submittal Through PM Buyer 

- Bid Waiver Preparation 

•Onl y if bidding is not conducted 

- Contract Management 

- Invoice Verification/Approval 

WSA Programs & Planning 

- Liaison between Purchasing, Finance and Law 

- Receive Contract Request Form 

- Coordinates Activities 

- Review/Approves Contracts 


Source: https://www.industrydocuments.ucsf.edu/docs/mfpj0001 








PM3001396744 


Roles and Responsibilities 




Purchasing 

- Conduct/Coordinate All Bid Activities 

- Vendor Selection 

- Contract Negotiations 

- PO Issuance 

Finance 

- Review/Approve Compensation 

- Assess Financial Stability of Vendors 

- Ensure Appropriate Financial Controls Are In 
Place 

Law Department 

- Contract Preparation 


Source: https://www.industrydocuments.ucsf.edu/docs/mfpj0001 





INSERT A FLOW CHART 


Walk through this in detail in the 
training 

(Requires some discussion on 
fundamentals before designing 
the flow chart) 


Source: https://www.industrydocuments.ucsf.edu/docs/mfpj0001 
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Requisitioner Guidelines 

■ Prepare and submit Contract Request Form 

- Detailed Scope of Work 

- Additional Information 

■ Voting Member of Procurement Team 

- Develop Timeline 

- Strategize Vendor Selection 

•Bid vs. Bid Waiver 
•Revie w Bid Analysis 

- Establish Evaluation Criteria 

- Vendor Presentations 

•Evaluate Ve ndor Capabilities 

■ Allow Appropriate Lead Time for Procurement Cycle 

■ Never Make Any Commitments To Vendors 

■ Work Cannot Begin Unless PM Has A 

- Signed Contract 

- Issued PO 


Source: https://www.industrydocuments.ucsf.edu/docs/mfpj0001 
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Who Is Your Procurement Team? 





-X 


■ WSA Programs & Planning 

- Loreen Carchman (x4-2090) 

- Bristow Venable-Waple (x4-5207) 

- Robin Phillips (x4-3487) 

■ Purchasing 

- Gwen Hart (x4-4504) 

• Transactions >$25,000 

- Una Hunt (x4-5590) 

• Transactions <$25,000 

■ Finance 

- Mary Platteter (x4-7507) 

■ Law 

- Jessica Fairfax (x4-3926) 


Source: https://www.industrydocuments.ucsf.edu/docs/mfpj0001 











